Michigan Treasury Online (MTO)
Optimization
Learning Series 10: Amending and Paying

a Sales, Use and Withholding (SUW) Tax
Return

NOTE: These documents are for
demonstration purposes only and are not
actual accounts or taxpayers.

January 2016

Customer Friendly Simplified Process

What's New in MTO?

 Amending and Paying a Sales, Use and Withholding
(SUW) Tax Return

Learning Series 10: Amending and Paying a SUW Tax Return

Before continuing, please spend a few minutes becoming familiar with the images used in this Learning Series:

Image Purpose

To indicate a change in process or functionally that is
expected to significantly increase the user
experience

To indicate a reminder or a relevant note within a
text

To indicate a quick tip or faster way of completing an
action

To number steps on screenshots

] To highlight any part of the screenshot, such as a
button

To draw attention to a relevant section of

information/text (not a button)




Amending and Paying a Previously Filed SUW Tax Retu  rn

Users who have the Manage Business Account or the File and Pay Sales, Use and Withholding Taxes only user
role will be able to amend and pay a previously filed SUW tax return.

1. From their MTO homepage, a user will select the business card of the business they wish to amend a
previously filed SUW tax return for.
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Michigan Treasury Online Home

Select a business card to perform transactions on behalf of the selected business. To establish access rights to a business not
listed, select "Create a New Business Relationship". If you would like to file now without creating a business relationship, click
the “Fast File Now" button
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2. Select “Amend and Pay Processed Returns” under the File and Pay SUW drop-down menu.
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Business Information Available Actions

* File and Pay SUW

Legal Address Next Return Filing Due Date

7285 PARSONS DRIVE March 20, 2015 A

File and Pay a Tax Return
DIMONDALE, M1 48821

Amend and Pay Processed
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2103254 N/A View and Print Filed Returns
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Other Pay Options
File and Pay Sales Tax, Use Tax, Withholding Tax C y Op

(December 23, 2015)

Registered Tax Types

Sales Tax, Use Tax, Withholding Tax
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3. Select “Amend” for the previously filed return which you wish to file and amended return for.

Michigan Treasury Online

Amend and Pay Processed Returns

Displayed are the sales, use, & withholding (SUW) tax returns processed for tax year 2015 and forward for this business. You
have the ability to view, amend, or make a payment on the processed returns displayed.

Returns and Amendments Available Actions
Maonthly Filings EI Past 6 Months 3 EI w File and Pay SUW

Date Received File.and Pay a Tax Return

Monthly - Jan 2015 December 23, 2015 @

Amend and Pay Processed
Returns

View and Print Filed Returns

Additional Amended Returns _—
» Other Pay Options

Choose "Additional Amended Returns” to amend a liability previously reported for a return
period. The figures reported on the Amended Return will be the new actual liability for the
period.

ADDITIONAL AMENDED RETURNS

4. Select only the tax types you wish to amend and then select “Continue.”

Select Which Taxes to File

Choose Tax Types (Check All That Apply)
Sales Tax

Use Tax

withholding Tax

CANCEL CONTINUE




5. Enter the correct values in the “Amended Values” column on the SUW tax return you have selected to
amend. Check the “I declare under penalty of perjury that this return is true...” statement and select
“Submit.”
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Sales, Use and Withholding Taxes monthiy/quarterly Return

Selected Taxes

Cneck the poxfes) for the taxes you are filing today. By cnecking @ box you are specifying the tax you are filing and
you will only be presented with information for that tax.

B SalesTax R UseTax B 'Wihholding Tax

Warning
If you do not check a box for 5 tax you are obligated to file, you nave not fulfilled your obligation and you may be subject to
= computed sssessment, or otner acton by the Department, for failure to fe or pay 2 tax

Click here for instructions to complete the elecronic ffing of this form uzing MTO.

Sales Tax
Original Values Amended Values
1. Grosz sale= @ s | 100000 1| 20000 —
2 Sales Tax Due @ s | BRoo 1| 1000
3. Toral Prepaid Tas
Fuel Supplier and Whalesaler Prepsid Sales Tax Schedule ¥ 1
Fuei Retailer Supptemental Schedule 5 i
\ienicle Dester Supplemantal Schadule . M
. 1
4. Remaining Sales Efiginle for Discount s | BEOG 1 | toano
5. Total of Allowable Biscounts Calouiate Discouns s .
&, Total Sales Tax Due s | gog0 + | 10000
Use Tax
Driginal Values Amended Values
1. GrossUse @ » | 1000200 v | 150000 }
2 Total Use Tax @ 3 | 600 1 | 3000
4. Total of Allowable Discounts Calauiste Discourt ' 0|
5, Total Use Tax Due s | 6mOE s | agpa

Use Tax on Items Purchased for Business or Personal Use

Original Values Amended Values
1. Tatal Purcnases and Withdrawals @ s | ooo + | aon
2 Use Liability 3 i
Withheolding Tax

original Values Amended Values
1. Totat Amount of Michigan Income Tax Withneld @ * | 18000 a | 3pa.00 -
Summary

originat Values amended Values
1+ Amoure of Sales, Use-and Withholding Tax Due 1 | 30000 2 | Zngop
2 Tatal Brior Payment @ " i
3. Amount of Tax Due s | 300,00 " 45000
4. Penalty Paid With This Return Calcuisze Penalty ¢ 1 1
5. Ireerest Pasd With This Return Calculate fnterest . .
6. Payment Due i | 300.00 4  450.00

O # | declare under penalty of parjury that tis returm is true and complete to the best of my knowledge.
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6. Select “File” in the “Final Check-Is Everything Correct?” box.

Final Check - Is Everything Correct?

You are about to Save and File this tax return.

Make sure that all fields have been filled out correctly. Once
this is successfully submitted, you will be able to see this
filed return on the "Amend and Pay Processed Returns”
page. In order to go back to make any changes or view one

last time click "Cancel”_

Allow 48 hours for returns mMmade with payment to display
and up to seven days, If received without payment, to allow
mme for the payment 1o be received separately.

7. You will receive a confirmation number indicating your return has been filed. Select “Continue” to move

forward to make a payment.

Tax Return Complete

Success

number is 300000022753,

Thank you for your submission. Your confirmation

CONTINUE

& Note: The tax return confirmation number will also be emailed to the email listed in your user

profile.

8. Confirm the payment amounts listed for each tax in the “Would you like to make a payment” box. If the

payment amounts by tax are correct, select “Pay.”

If the payment amounts are incorrect due to a credit resulting from prepaid sales tax, select the
“Redistribute Payment/Make Partial Payment checkbox and enter the payment amounts you wish to

pay by tax.

Would you like to make a payment?

Displayed are the amounts due based on your return. Any
credit resulting from prepaid sales tax will not be reflected in

your total payment due

Select the "Redistribute Payment/Make a Partial Payrment”
checkbox to manually enter the otal payment due after you
have subtracred any credit resulting from preépaid sales tax

Payment Due

Sales Payment
Use (SalesfRentals) Payment
Use Purchases Payment

Withholding Payment

Penalty Payment £

Interest Payment 5

Total Payment % | 490.00

O Redistribute Payment/Make a Partial Payment




9. Select “Continue” on the “Leaving Michigan Treasury Online” box

Leaving Michigan Treasury Online

warning

If you continue, you will be being transferred to-our
payment center, powered by |.P. Morgan Chase.

You must select "Contnue™ within 1 minute or you will
time out and will not be routed o the payment center.
Once this happens, you will have o select "Cance|” and
re-enter your payrnent informaton

CAMNCEL CONTIMNUE

10. You have now been routed to the pay site powered by JP Morgan Chase. Verify the payment amount
listed, select eCheck or Credit/Debit card to indicate the type of payment you wish to make, complete
required payment information fields and select “Continue.”
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O Credn/Dehit Card
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ECHECK, ACCOUNT INFORMATION
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11. Verify payment detail, account detail and enter the last four digits of the FEIN or TR number of the
business. Select the “I accept the Terms and Conditions” checkbox and “Confirm.”
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Eokd ficids with * are required.

check ) paymE=nts are gowearned Dy the National Automates Clearing
House Sssociation [WATHAL FOr your protectian NACHA reguires user authentication
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FayTnens Amcunt: S450.00
Scheculed Fayment Date: Jan-0F-2016

Amaunt Due: $490.00

Your Account Detall

Bani Routing NumBsr: OZL111

Bank Account Number: ICOOOO0OOO0OIIZZZ
Hank Atcount Type: Checking

Sarik Acccamt Categary: Business

E-mall Adarass=: [Go=

Send m= an ezl canfinmetoa

Enter La=st four digits of the FEIN or EI
TR MumBDer=:

Terms And Canditions

PLEASE READ AND AFPROVE THE FOLLOWING AUTHORIZATION

By clicking “[ &ocepe”; 1 autherize Michigan Department of Traasury 2o =lactronicaiy Sebit
Ay Bank acoount for Bhe amausrtis] $at forth abows. This aatherlzation IS vais for this
transaction only,

In the evant that a payent Is retusned as unoald, T uncerstand Michigan Department of
Tremcury may change & return fhem fes, 1D 20 The MaEMmUm amasnt atawed by 2w,

FLEASE FRENT A COFY OF THIS AUTHORIZATION FOR VOUR RECORDS

T acocept the Terms and Conditions=: [=]
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12. You will receive a confirmation number indicating your payment has been received. A copy of the
confirmation number will be emailed to the email listed under your user profile. You may also select to print
this page for your records by selecting the printer icon on the page.

Click “Continue to the Main Menu.”

o=t THIS IS A TEST SITE

Paweresd by 3P M) Transactions will NOT be processed.

Privecy Heip

Payment Confirmation - Sales, Use, Withholding Taxes
FayTRent Histooy | TRANK you for your paymant. Siaace liow fwa BUSHESE ABVE for yoUr pavmant to e

credited to yourSales, Use, Withhoising Taxes aceoumt.

T2 ratun £ MTO Simaly close O g,

Fitase keep & recone of your Tonfirmation Numiser, o grint this page for yaur
recore:

Confrmation Rumber: XF4EUSOD0002343

Confinmaticn Oete (ET): Jan-05-2016 DE-Z2:51 &M

Your Fayment Detall

Payment Amcut- S490.006

Scheguisd Fayment Date: Jan-07-2016

Amaunt Dos: S5090.00

Your Account Detall

Bani Rauting Number: 02111

B2k Aocount Numser: XOODOOOOOOODOEI 222
Bani Account Type: Checking

Sani Account Category: Susiness

E-mall Address =: |1734biuyEhog. com

‘ Flegse K22p 2 recons of your Confirmetion RUmder, o print this Cage Fr your
recorms!
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You have now been routed to the pay site main menu. On this menu you can add, edit, or delete an eCheck or
credit/debit card accounts, view, edit or delete any pending payments and view previous payment history.
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Privacy Help

CHASE o | Menage Accounts I add, Edit and Delete vour sccounts.
| Pending Payments | Wieww, Edit and Delets wour pending payments.
| Payment History I Wieww ywour payrmeent history.
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To return to MTO, close the pay site by selecting the “X” at the top of the page.



VA Contact Us

If you have additional questions that were not answered using this Learning Series, please call the Michigan
Department of Treasury at 517-636-6925.

The MTO Business website is currently being revised to include updated information on MTO and the changes
to SUW that will begin in January. The website can be accessed here: www.michigan.gov/mtobusiness.




